August 25, 2000

Chapter 2
Managing Positions

Chapter Overview

I ntroduction This chapter contains information for managing positions in the database. It
includes procedure steps for retrieving, validating, quick copying, aswell as
correcting and updating encumbered and unencumbered positions. It also
outlines how to terminate and delete positions. Instructions for managing
positions in position hierarchy are discussed in this module in Chapter 3.
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Querying Positions

Purpose

Section
Contents

Before You
Begin

This section guides you through the querying options for retrieving previoudy
built positions and verification of whom occupies the positions.

Accessing the Position Window
Querying All Positionsin the Database
Querying a Specific Position

Verifying Who Occupies the Position

Examples of when you will use this procedure:
Y ou dtart to build a position, but get interrupted before you validate it.
Y ou want to quick copy a position in the database.

Y ou can query on the Position Window by clicking any of these data fields:

Name

Job
Organization
L ocation

Accessing the Position Window

Step

Action

1

From the Navigation List — Work Sructures — Position —
Description — <Open>.

The Position Window displays.

Continued on next page
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Querying Positions, Continued

Querying All Positions in the Database

Step Action

1 f’ Note: Do not click inthe Name data field if you want to retrieve
position(s). Clicking in the Name data field brings up the Position

Flexfield and generates a new system number in preparation for

building a new position.

Click Query — Run onthe Main Menu Bar or F8 to look at all

positionsin the database. The Message Line at the bottom of the

window indicatesthereisa<List>.

FRM-AT100: At first recard,
Count: *4 W <Lizt>

2 Scroll through the positions with the up or down arrow keys until
you reach the position you need.

To see how many positions were retrieved, click Query — Count
M atching Recor ds.

Querying a Specific Position

Step Action

1 On the Position Window, click Query — Enter or F7. With the
cursor in Name data field, enter PD Number. Ex: %DH12345%

OR
use the following querying options to query the following position:
JI1124. SUPPLY TECHNICIAN.2746.ARM C.APPR.

Options:
By PD #: J124%
By Title: %.SUPPLY TECHNICIAN%
By Seq Nbr: %.%.2746%
By Agency Group: %.%.%.ARMC%

By Appropriation Code: %.%.%.%.APPR%

& CAUTION: By Seqg Nbr may display more than one position on
the same sequence number.

Continued on next page
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Querying Positions, Continued

Querying a Specific Position (continued)

Step

Action

2

Click Query — Run or F8. The Date, Name (PD Nbr, Title,
Servicing Personnel 1D, Agency Group, and Position Type);
Organization; Location (GEO-LOC); Job and Status automatically
populate on the Position Window.

If you want to edit or make changes to any of the position’s
flexfields, click <Other s> and continue until all changes are made.
Click Save on the Toolbar.

If you want to query another position, use the same Position
Window and follow the steps outlined above.

Verifying Who Occupies the Position

Step

Action

1

To verify who encumbers the position, click <Occupancy> at the
bottom of the Position Window. The Position Occupancy Window
displays showing current or past incumbent(s), with beginning and
end dates for each. Thiswindow isa folder and columns may be
rearranged and saved for your own view.

To Exit, click Action on the Main Menu Bar and click Close Form
to return to the Navigator Window.
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Validating an Invalid Position

Purpose
f

Section
Contents

See Also

Before You
Begin

This procedure shows how to validate an invalid position and change the
statusto “valid”.

Note: Only validated positions can be used with the RPA.

Querying the Invalid Position
Validating the Position
Making Correctionsif the Position does Not Validate

In thismodule, review:
Chapter 1, Building Positions
Chapter 2, Managing Positions

When building or changing position data in the Position Window, the
status of the position is“Invalid” until all required data is entered and all
business rules are met.

When you click <Validate>, the system applies business rules that check
the data for errors and inconsistencies. For example, if the Grade and

FL SA designations are not compatible, an error message will appear.

Y ou must then correct the information and validate the position.

When validating a previoudy built invalid position, you will need to use
one or more of the following unique position identifiersto retrieve the
position:

Sequence Number
Date information was entered

Once the position is“Valid,” remember to link it to the position hierarchy.
(See Chapter 3 in thismodule)

After you validate the position, you can use it when processing position-
related RPAS.

Continued on next page
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Validating an Invalid Position, Continued

Querying the Invalid Position

Action

On the Navigation List — Work Sructures — Postion —
Description — <Open>.

The Position Window displays.

Note: Do not click in the Name data field. 1t will bring up the
Position Flexfield and generate a new system number.

Click Query — Enter onthe Toolbar or F7. Put your cursor in
the Name data field, and enter a PD number. Ex: %J1123%

Click Query — Run onthe Toolbar or F8. The Date, Name (PD
Nbr, Title, Servicing Personnel 1D, Agency Group, and Position
Type); Organization (Department of Army); Location (geo-loc);
Job; and Status automatically populate on the Position Window.

[t (19-MAR-199] T li

J1123.SUPPLY TECHNICIAN.2518. ARMC.APPR

Department of Army Job [rical And Technician {2005)
Location (310100013 Status [Invalid (e

Standard Conditions

Normal Time

|
Warking Hours ’7 Start End
Frequency
Reporting To Validate
Occupancy | Quick Copy | Others...

Continued on next page
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Validating an Invalid Position, continued

Validating the Position

Step Action

1 Once you have located the position and you are in the Position
Window, click <Validate>. If there are no inconsistencies or
errorsin the position, the Status data field changes from
“Invalid’to “Valid.”

7 Oracle Applications
Action Edit Guerw Go Folder Special Help 'window

dlzHv| 2R SFRS 8] H542] B
B Position |_ (O] <]
— Dates

AT 2 3-MAR-1995] To I

Mame [JI1123.SUPPLY TECHNICIAN.2618.ARMC.APPR.
Organization |Departmant of Army Job [2005.Supply Clerical And Tech
Location (910100013 Status [valid | I-l'T 1
Standard Conditions Ll|
Normal Time
Working Hours ( Start End
Freguency

Reporting To | Validate
Occupancy I Quick Copy | Others...

2 Click Save on the Toolbar.

Making Corrections if the Position Does Not Validate

Step Action
1 If the position doesn’t validate, you will receive a Dialog box with
anerrormessage.
Ermror

Fill Friarity. hdobility Cross wwallk, kdobilit:
Fosition Fill Code. YWorkcenter Code.
ARASCSSC Fegmt found in ARRAY
APPROFPRIATEDAOCAL MNAaTIOMAL are
Ay unigque data fields. i

S _ U _DaATA CHECK 30

Continued on next page
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Validating an Invalid Position, continued

Making Corrections if the Position Does Not Validate (continued)

Step Action

2 Click <Qthers...> on the Position Window. Retrieve the
flexfield(s) and make corrections. Asa convenience, the
<Validate> Taskflow Button also appears on the Extra

I nfor mation Windows. If you change the information in these
flexfields, you can choose <Validate> to smultaneoudy save
your changes and validate the data.

3 Click Save on the Toolbar.

4 Click Action — Close Form on the Main Menu to exit the form
and return to the Navigation List.

Position Management and Classification: Managing Positions ~ Mod 2, Chap 2, page 8



Quick Copying a Position

Purpose

Section
Contents

See Also

Before You
Begin

August 25, 2000

This procedure shows you how to Quick Copy up to five copies of a validated
position.

Querying the Position to Copy

Making Job or Organization Changes

Modifying and Quick Copying

Using Cut and Paste Method for Querying

Validating the Quick Copied Podition ()

In thisModule, review:

Chapter 1, Building a Position
Chapter 2, Managing Positions

Module 1, Fundamentals of the Modern DCPDS

Chapter 6, Retrieving Records

If you are making a Quick Copy of a position, you need to know how to
retrieveit. It must also beavalid postion. On the Position Window at
the Name field, query the position using one or more of the following

unique position identifiers:

PD Number
Sequence Number

Y ou will need to validate each position that you Quick Copy.
Y ou can Quick Copy:
Similar positions and make the minor changes needed before

validating.

An encumbered or vacant position.

Other “Quick Copied” positions.

Querying the Position to Copy

Step

Action

1

Description — <Open>.

On the Navigation List — Work Sructures — Postion —

Position Management and Classification: Managing Positions

Continued on next page
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Quick Copying a Position, continued

Querying the Position to Copy (continued)

Step

Action

2

The Position Window displays. The cursor islocated in the From
data field and the current date is highlighted. The data fields for
Name, Organization, Location, and Job are white. The data field
for Statusis grayed out.

There are four Taskflow Buttons:

<Reporting To> - not used in these steps.

<Occupancy> - not used in these steps.

<Quick Copy> - used later in this processto quick copy.
<Validate> - used later in this process to validate.
<QOthers> - not used in these steps.

“H Oracle Applications
Action Edt Query Go Folder Special Help window

P v| 2RE FEXN @] 542 B8

B Position [_[O] =]
— Dates
From 1-APR-1993 To
Marne
Organization Job
Location Status [ r |
Standard Conditions LI|
Hormal Time
Working Hours ’7 Start i End I
Frequency
Reporting To Validate |
Occupancy | Quick Copy | Others... |

On the Toolbar, click Query — Enter on the Toolbar or F7.

Place the cursor in the Name field and enter the name of the
position you want to Quick Copy (or enter a partial value preceded
and followed by the % sign).

Continued on next page
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Quick Copying a Position, continued

Querying the Position to Copy (continued)

Step

Action

5

Click Query — Run onthe Toolbar or F8. The Name,
Organization, Job Location, and Status fields are automatically
popul ated with the information of the position you want to Quick
Copy.

Dates
’7 Fram [23-MAR-1998 T | ‘

Mame [JI123.SUPPLY TECHNICIAN.Z618.ARMC.APPR

Organization |Department of Army Job [2005.Supply Clerical And Tech
Location [510100013 Status [valid 1Al

Standard Conditions L“
Hormal Time
Working Hours ’7 Start i End i ‘

Freguency

Reporting To Validate
Occupancy I Quick Copy i Others...

Note: If the Location data field is white, the position is not
occupied. If theinformation isincorrect and not occupied, it may
be deleted by clicking the Red X and Save on the Toolbar.

Continued on next page
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Quick Copying a Position, continued

M odifying and Quick Copying

Step

Action

1

Click the <Quick Copy> Taskflow Button. The Quick Copy Position
Window displays. Thiswindow lists the Current Position Name,
Current Organization Name, and Current Job Name.

The three check boxes are Organization, Job, and Date Position
Established. A field to Enter Number of Copiesis also on the window.
An alert window advises you to check the appropriate boxesif
Organization and/or Job need to be changed for the new position(s).

<Quick Copy> and <Cancel> buttons are at the bottom of the window:

Quick Copy Position (00000.CONSULTANT._1053.DD0O1_APPR]

QUICK COPY CURRENT POSITION

DO00D.CONSULTANT.1053.DD01.APPR

OFC DP SEC OF DEF DDO1DDAAAA D1

Current Position MName
Current Organization MName

Current Job MName 0301.Mi 1] Administration & Program (0301)

Organization, Job and Date Fosition Established cannot be changed after the positions hawve be
created. f wou wantto change Organization. Job and /for Date Fosition Established for the new
positions check below.

T Organization

 Jdok

Date Position Established: 03-AUG-1998
Enter NMumber of Copies:

Quick Copy |

Cancel

Click the Organization checkbox.

The Organization Name LOV displays. Select a new organization and
click <OK>.

Organization Hame

00 COmMMANDER
o000 QOThkd FT

Finc s
[ ame
(FERS 10M) MW2249268 01 1=
[SAFRA-S10-bA) ARSSWW AL A 01
(SFFRA-FCL) ARSEWOMPAS 01

MNY2466E04 01
AF0JRJ0JFRTED

00CE COkAbAAMND ENALUATION MNP EEEG0

100 EAST BROADY AN
100 MICHOLS 0N ROAD

AR 2 A AN
MNGAFAFDST O
MGARARRTY 01
EN AR

Position Management and Classification:

Managing Positions

Continued on next page
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Quick Copying a Position, continued

August 25, 2000

M odifying and Quick Copying (continued)

Step

Action

4

The Quick Copy Position Window displays again. Click the Job
checkbox. The Job Name LOV displays. Select a new Job Name and

Click <OK>.

Job Mame

Find |%

Mame

D000 Unemployed = |
0000 Unemployed (0000%)

0001 . AGR

0002 kAilitar,

0006 Correctional Institution Administration (000E)
0007 . Correctional Officer (0007

0009 Institutional Managermeant (0009)

0011.Bond Sales Fromotion (0011)

0018 Safety And Occupational Health Manageme

00149 Safety Technician (0019)
0020 Community Planning (0020)

0021 . Community Planning Technician (0021]
0023 Cutdoor Recreation Planning (0023)

0025 Fark Ranger (0025) -
| ﬁ_‘

Find | (81,9 I Cancel |

The Quick Copy Position Window displays again. Enter the number of
copies (between 1 and 5) you want to make.
Note: If you click <Cancel>, the system returns to the original Position
Window. Y ou can retrieve another position if thisis not the one you

want to copy.

Position Management and Classification: Managing Positions

Continued on next page

Mod 2, Chap 2, page 13




August 25, 2000

Quick Copying a Position, continued

M odifying and Quick Copying (continued)

Step Action

6 Click <Quick Copy>. A New Copied Positions Window displays. It lists
the Name of Position Copied and Names of New Positions Created.

f Note: A message at the bottom of the window alerts you that the new
positions need to be validated.

<Close> and <Print> buttons appear below the validation statement.

If you click:
<Print> -- the system prints the New Copied Positions Window.
<Close> -- the system returns to the Position Window.

The Names of Positions Created From Quick Copy.

Mame of Fosition Copied JI1123.SUPPLY TECHNICIAN.2618. ARMC.APPR

Mames of New Positions Created

!JI123 SUPPLY TECHNICIAMN 3053 ARMC APPR

[2z. suPPLY TECHNICIAN 3084 ARMC.APPR

The New Positions need to be validated_

Close ! I Print

7 A PRINT_SEQ_NUM Dialog box displaysif Print isclicked. The
message asks you if you want to close the current form without printing. It
reminds you that the Quick Copy positions are not validated and instructs
you on how to validate them (i.e. query positions by new sequence
number).

Two buttons are on the Dial og box:
<Cancel> - Returnsto the New Copied Positions Window.
<OK> - Returnsto the original Position Window.

Click <OK>.

IPRINT_SEQ_NUM

Do you want to cloge the current form without
printing? Quick Copy Pozitions are not validated.
Query Pozitions by the New Sequence Number and
validate the Positions.

Cancel |

Continued on next page
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Quick Copying a Position, continued

August 25, 2000

Methodstofill in Data On the New Copied Positions Window, use one of the following three
methods to fill in the query data on the Position Window.

copy reference of the window is
printed. Or, click <Print>. A
print message displays. Click
<OK>,

METHOD 1 METHOD 2 METHOD 3

Close M ethod Print Method Cut & Paste Method
Click <Close>. A Print Click the Printer Symbol in the Place the cursor at the end of the
Message displays. top right hand corner. A hard firgt pogition string in the Names

of New Positions Created data
field.

Click <OK>. The Position
Window displays with the
original postion.

Exit the window and return to the
Position Window with the
original postion.

“Left” click the mouse and
highlight back to the beginning
of thefidd. Leavethecursor in
the highlighted field.

Use Query or F7 and place

the cursor in the Name Fidld.

Use Query or F7 and place the
cursor in the Name Field. Enter

“Right” click the mouse and click
COPY on the pop-down menu.

position, click <Validate>.

<Validate>.

Enter the PD # and the Sequence Nbr, i.e.,

Sequence Nbr, i.e, (0000%.%6.338.%).

(0000%.%.338.%).

When the record populates When the record popul ates with Click <Close>. A Print message
with the correctly copied the correct copied position, click | displays. Click<OK> and return

to the Position Window.

Click Save on the Toolbar.

Click Save on the Toolbar.

UseQuery — or F7 and place
your cursor in the Name data
field. Right click the mouse and
click Paste. The new-copied
position populates.

The Status is changed from
“Invalid” to “Valid”.

If you made more than one copy,
replace the last two digits of the
Sequence Number with a %
sgn.

Thisallowsyou to validate the
first position. Click Save on the
Toolbar.

Arrow down to display the next
position(s) to validate; continue
through all the copied positions
until al are“Valid” and saved.

Position Management and Classification: Managing Positions

Continued on next page
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Quick Copying a Position, continued

August 25, 2000

Cut and Paste
M ethod for
Querying More
Than One
Position

BT New Copied Positions._

The“Cut and Paste” (Method 3 above) isthe most expedient method for
querying and validating, if you have copied more than one position. The

following is an example of the highlighted-copied position and drop-down
menu resulting from clicking on the right mouse button.

The Names of Positions Created From GQuick Copy.

Nisiie @ Pesien Cagsiod: 00000.CONSULTANT.1053.DD01.APPR

Mames of New Positions Created:

10000. COMSULTANT.335. D001 AP PR
o

00000, COMSULTANT.339.0DD01. APPR T
ut
Copy
Paste
Delets

Select Al

The New Positions need to be validated_

Close ! Print I
Validating the Quick Copied Position(s)
Step Action
1 On the Position Window, click Query — Enter or F7.
S ]|
— Dates
From Im Tao I
Iame
Organization Joh
Location Status | I— ]
Standard Conditions LI|
Normal Time
Working Hours ( Start End
Fraguency
Reporting To | Validate
Occupancy | Quick Copy | Others...

Position Management and Classification: Managing Positions

Continued on next page
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Quick Copying a Position, continued

Validating the Quick Copied Position(s) (continued)

Step Action

2 Place your cursor in the Name field and enter the name of the
position you want to validate.

3 Click Query — Run or F8. The Name, Organization, Job, and
Location fields are automatically populated with the information
of the position you need to validate. The Statusfield displays as
Invalid.

78 Oracle Applications

Action  Edit Query Go Folder Special Help  Window

SlaEv] =SRlE FERN Se0] A2 HoE
_g!Positiun |_ (O] x|
—— Dates
From To
Mame [DV200.SUPPLY TECHNICIAN.885.AF09.APPR
Organization |Department of Air Force Job |2005.Supply Clerical And Te
Location (310100013 Status |Invalid [ IP— ]
— i
Standard Conditions .:il ]
Hormal Time
Working Hours ’7 Start i End I
Frequency
Reporting To Validate
Occupancy | Quick Copy l Others...

Click <Validate>. The statusfield changesto Valid.
Click Action on the Main Menu.

Click Exit Oracle Applications.

Click <OK>. You arereturned to the Navigation List.

~N OO b
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Querying Position Information from the RPA

Purpose

I nformation

Displayed

Section Contents

See Also

Before You

Begin

4

This procedure guides you through the steps for retrieving a list of the
positions in your database using the RPA Appointment Window.

The following items display on the list:
- Podtion Title
Occupied (Y es/No)
Pay Plan
Occ Series
Grade
Organization Name
Position Number
Position Sequence Number
Agency Code/Sub Element

Accessing the RPA
Using the RPA Appointment Window to Retrieve Position
Information

Module 2, Position Management and Classification Using the Modern
DCPDS

Chapter 2, Managing Positions
Module 3, Processing Requests for Personnel Actions

Chapter 1, Processing a Request for Personnel Action

This method of retrieving position information would normally be used for
appointing someone to a position. It isbeing provided in this section asa
handy tool to access the position information in your database by Position
Title.

Note: You can also access the rest of position flexfields by clicking the
<Position> Taskflow Button on the RPA Window.

Continued on next page
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Querying Position Information from the RPA, Continued

Retrieving Position I nfor mation by Using Position Title

Step Action

1 On the Navigation List — Request for Personnel Action —
Appointment — <Open>. Thiswill display the RPA-Page 1
Window.
2 The RPA — Page 1 Window displays.

Click <Next> to access page 2.

< Prav| Page 1 nf 4

[ PART A - Requasting Offica
1 Avtions Reguested

2 Reyuest Murmber

|Arpeintment

I

3 For Additional Information Call (Full Name) Telephons Number 4 Frop. Eff. Diate ASAP
[ L

S Action Mecue sted By (Full Marms) Title Mequest Date

6 Action Authorized Dy (Cull Maime) Title. Concurreice Date

— PART B For Preparation of SF 50

| LastName Middle IName

First Nama

2 Sociol Security Murmber 3 Dote of Birth 4 Effective Dote

SFCOND ACTION
fi-* Code B-0 Mature of Action

— FIRST ACTION
O-A Code 0-0 Mature of Action

E-CCode  6-D Legal Authari

EE Codc 6-F Lcial Authanii

Others... |

5-CCode 5O Legal Autharit

6E Codo  6-F Legal Autharity

History | Extra Information Person | Position |

3 The RPA- Page 2 Window (Page 2 of 4) displays. The cursor
defaultsto Position Title data field. Click the LOV on the
Toolbar.

Nature of Actian

< Prev| Page 2 of 4

SeqNa

— TO INFORMATION
15 Pasition Title

— FROM INFORMATION

7 Position Title: Number

Number Seq Mo

8 Pay Plan 9 Occ. Code 10 Gracle or Level 16 Pay Flan 17 Occ. Code 18 Grade or Level

11 SteporRate 12 Total Salany 19SteporRate 20 Total Selary  Award Uah

12ABasicPay 126 LocalityAd), 12CAd). BasicPay | 20ABasicPay 208 Localiy Adi. 20CAd) BasicPay

200 OtherPay 21 Pay Basis

12D OtherPay  13PayBasis

14 Name and Location of Position's Organization 22 Name and Location of Position's Organization

History. Extra Information Person Pgsition Others...

cList>

Continued on next page
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Querying Position Information from the RPA, Continued

Retrieving Position I nfor mation by Using Position Title (continued)

Step

Action

4

The Enter Reduction Criteriafor Long-List Window displays.

Enter the first few characters of thetitle of the positions you want
to view, i.e. “Sec” for Secretary or enter a% signto view all
positionsin your database. Click <OK>.

nter Reduction Criteria fo

o]

Cancel

The To Position LOV displays.

Example: Thefollowingisan LOV retrieved by entering
“Sec” (for Secretary Positions) in Step 3 above. It displaysin
three parts to show complete content.

| |
Find |SEC%
Position Title Occupied PavPlan  Occ Series  Grade Oroanization Narm
SECRETARY NO GS 0318 05 Department of A2
SECRETARY NO GS 0318 05 Department DfArrd
SECRETARY MO G5 0318 05 Deparment of Arm_|
SECRETARY MO GS 0318 05 Department of An
SECRETARY NO GS 0318 05 Department of An
SECRETARY NO GS 0318 05 Department of An
SECRETARY NO GS n31e 08 Department of MNa:
SECRETARY NO GS 0318 08 Department of Na
SECRETARY NO GS 0318 08 Department of Na
SECRETARY NO GS 0318 08 Department of Na
SECRETARY MO GS 0318 08 Department of MNa
SECRETARY NO GS 0318 08 Department of Na
SECRETARY NO GS 0318 08 Department of Na
SECRETARY NO GS n31e 05 CIVDODHR Busine 4
B 5
Find Cancel |

Position Management and Classification: Managing Positions
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Querying Position Information from the RPA, Continued

Retrieving Position I nfor mation by Using Position Title (continued)

Step Action

6 Use the bottom scrollbar to view all the information in thelist, in
addition to Position Title, i.e.,, Occupied (Yes/No), Pay Plan,
Occ Series, Grade, Organization, etc.

| |
Find !SEC%

Occupied  PavPlan  Occ Series  Grade Oraanization Name Fos Mum

KO GS 0322 05 DEPARMENT OF MAWY K10 ]

NO GS 0318 06 Department of Nawy: SH3IE

NO GS 038 12 Department of MNawy SH31e

NO GS 0318 06 Department of MNawy SH3IE

KO GS 0318 08 (13ND SEATTLE Wa) MWE2EI217 01 TPS01

YES GS 0318 06 (13ND SEATTLE W) MWE263217 01 TPBO2

YES GS 0318 06 Department of Air Force TPAF31806

MO GS 0318 05 CIVDODHR Business Group 78232

(] GS 0318 05 Department of Army ARJAT

YES GS 0318 05 Department of Arrmy ARJAT

(] GS 0318 05 Department of Army ARJAT

NO GS 0318 05 Department of Arrmy ARJAT

NO GS 0318 05 Department of Arrmy ARJAT

NO GS 0318 05 Department of Arrmy ARJAT S

J r [
Find Cancel |

7 Follow this decision logic table to proceed.
If you do not want to view | If you want to view a specific

a specific position: position:

Click Cancel and exitthe |- Click the position you want

RPA Window, by clicking to retrieve.

Action onthe Main Menu | . Click <OK >.

then click Close Form to . . .
— o The RPA Window displays with

return to the Navigation . . o

List. the Position Title and Position

Datafilled in.

To view more information:
Click <Position>.

The modified Position Window

displays.
Click the Descriptive
Flexfidd ([ ]) and click

<Others...> to seethe Extra
I nfor mation Flexfields.

Continued on next page
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Changing Unencumbered Positions

Pur pose This section guides you through the steps for changing unencumbered
positions that have never been occupied. You “ correct” dataif the changeis
made on the same day as the effective date. You “ update’” dataif the change
is effective after the effective date.

Section - Correcting and Updating

Contents . Before You Begin
Accessing the Position Window
Querying the Position
Correcting or Updating Position Data

See Also Module 1, Fundamentals of the Modern DCPDS
& Chapter 4, Dated Information and Date Tracking
Module 2, Position Management and Classification Using the Modern

DCPDS

Chapter 1, Building Positions
Chapter 2, Managing Positions

Sections
Querying Positions
Terminating and Deleting a Position
Quick Copying a Pogtion
Changing Encumbered Positions

Correctingand  |If you are correcting or updating position information, you need to take into

Updating consideration these situations and timeframes:
Position Data
Timeframe Timeframe
Situation And, it’sthe same day, And, it’salater date, then...
then...
Erroneous Retrieve the position and Retrieve the position, use the Alter
information was override the data. Effective Date Button and enter the
entered while effective date (the date you built the
building a position position). Correct the FLSA data by
Example: overriding the erroneous data in the

FLSA wasinitially position record.
entered incorrectly.

Continued on next page
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Correcting and Updating Position Data (continued)

Timeframe Timeframe
Situation And, it'sthesameday, |And, it'salater date, then...
then...
A change occursto | Retrieve the position and Retrieve the position,
the datathat was | override the data Usethe Alter Effective Date Button
entered after the and enter the effective date (date the
position was built. information becomes in effect, or

valid). “Update’ the data by changing
the data in the position record.

& CAUTION: If you don't reset the
date, the next action you take will be
effective on the altered date of your last
action.

Before You Begin
& Caution:
- You should carefully evaluate each data item before changing a position.
Before making any changes, consider end dating or deleting and build a new
position.

Examples: End Date ends the record on the date you enter in the To data
field on the Position Window. From that date forward, thisend
date displaysin the To data field.

Deleting removes any history of the record and can only be
accomplished on a position that has never been occupied.

I nformation about locations, organizations, jobs, positions, grades, pay tables,
and other work structuresisreferred to as “dated” information as opposed to

“ DateTracked’ information used with employee actions. Dated information is
maintained in the database to keep a history of actions over time. Previous
versions of the position record may be viewed through the use of the Alter

Effective Date button on the Toolbar.

Continued on next page
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Befor e you Begin (continued)

Changes to the position record are accomplished through the use of the From
and To Dates on the Position Window :
The From Field isused to show when the date the position becomes
effective (or the date established).
- TheTo Fiddisused to assgn an end date when you terminate a position.
f Notes:
- TheFrom and To Fieds are not subject to DateTrack. The period you enter
in these fields remains fixed until you change the valuesin either data field.
Thereisno DateTrack History for position records.

To change “protected data”’ (assigned organization and job - occupational series)
you may use Quick Copy. Check the appropriate block to change (organization
or job) on the Quick Copy Window prior to creating the new position.
Otherwise, once a position is created, this becomes protected data and cannot be
changed.

Accessing the Position Window

Step Action

1 On the Navigation List — Work Sructures — Position —
Description — <Open>.

2 The Position Window displays.

ecial Help ‘Window

Action Edit Querw Go Folder Sp

PaEDvl 2R SFERN SIS0 A2 B8
mPosilion
— Dates
i I[I1-APR-199I] o I
Mame
Organization Job
Location Status [ i— ]
Standard Conditions j|
Normal Time
Warking Hours ’7 Start End
Frequency
Reporting To | Validate
Occupancy i Quick Copy ] Others...

Continued on next page
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Accessing the Position Window (continued)

Step

Action

3

On the Position Window, click Query — Enter on the Toolbar
or F7. With the cursor in the Name data field, enter % sign to see
al postions. On the Toolbar click Query — Run. The Position
Window displays the position in the database with the fields
populated. The Message Line displays the count or number of
positions. Using the up and down arrow keys, scroll through the
positions until you locate the one you want to modify.

Correcting or Updating Position Data

Step

Action

A

Caution:

If the Message Line of the Position Window says“This

position is either assigned or obligated,” do not proceed with

your changes. Y ou must return to the Navigation List and

follow the process for Changing Encumber ed Positions.

If the Message Lineis blank, proceed with your changes.
Example:

EE Position =]

— Dates
From |11-DEC-199? To I

Mame [00012.AEROSPACE PROGRAM DIRECTOR.295.DD15.APPR

Organization |Randalph Alr Force Base Job [0340.Program Management ([0
Location (110010001 Status [Invalid [ F 1
— i
Standard Caonditions -
|
Normal Time
Warking Hours ’7 Start End I
Frequency
Reporting To | Validate |
Occupancy | Quick Copy l Others... |

\PP-38343 This position iz either azsigned or obligated.]

sount: 1 W «Listy

Continued on next page
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Correcting or Updating Position Data (continued)

Step Action

f Notes:

- If you want to verify who encumbers the position, click the
<Occupancy> Taskflow Button. The Position Occupancy
Window displays. Thisfolder shows current or past
employees with beginning and ending dates for each. Close
the window to return to the Position Window.

If you want to see information about this position, i.e., Who
created the position? When it was created, when and who
updated it, etc., click Help on the Main Menu Bar and click
About This Record.

About This Record

Created By ARRMSTROMNC
Creation Date: 04-kAFR-98 05:04pmm
Tahle NMame: GHRE_PAa_RECQUESTS_ W
Ulpdated By: ARRMSTROMNC
Update Date: 05-k42F-98 11:38am
Swstem Logon: Orallser
Terminal: "indows FC

Click the Alter Effective Date button if you want to change
the From date. The Alter Effective Date Window displays.

EE Alter Effective Date

Effective Date |11LJUN-1993 Today's Date |15-JUN-1998
0K I Reset | Cancel |

2 Enter the new date and click <OK>. The new system date
displays at the top of the Position Window and in the From data
field.

3 Click <Others>. Continue the stepsin Building a Position to
access related descriptive flexfields and key flexfields until all data
fields are completed.

Continued on next page
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Correcting or Updating Position Data (continued) (continued)

Step Action

4 After completing the last Extra Position | nfor mation Flexfield
Window, click Save on the Toolbar.

Click <Validate>.
5 I f the Position... Then...

Doesn't Validate Y ou receive a dialog box with an error
message. Retrieve the necessary
flexfield(s) and make corrections.

After correcting, click Save and click
<Validate> on the Extra I nformation
Flexfield to save your changes and
validate the data.

Position Window displays “Valid” in
the Status Box.

Validates The Status Box on the Position
Window shows “Valid.”

To Exit Click Action on the Main Menu Bar and click Close For m to return to the
Navigation List.

& Caution: If you changed the effective date for this position change, you must
reset the date before proceeding to another action.
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Changing Encumbered Positions

Purpose This section guides you through the process of changing position data on
encumbered (occupied) positions. The information in this section applies to
the following kinds of position change situations:

Change an encumbered (filled) position — first incumbent (occupant).
Change an encumbered position — additional past incumbent(s).
Change a vacant position with past incumbents.

Section Contents - Process Definition
Who Changes Position Information
Business Rules
Examples of Changes Generating an NPA
Requirements for Changing Specific Data Elements
Accessing the RPA
[llustration of Change in Data Element (NOA 800)
[llustration of Change in Duty Station (NOA 792)
Example of Using the Position Window in Work Structures
Accessing the Position Window
Querying the Position
Changing Competitive Level

Regulatory US OPM, The Guide to Processing Personnel Actions (GPPA)
References
See Also Module 2, Position Management and Classification Using the Modern
" DCPDS
Sections,

Building a Position

Querying Positions

Building a Position Hierarchy

Quick Copying a Position

Changing Unencumbered Positions
Module 3, Processing Requests for Personnel Action Using the Modern
DCPDS

Continued on next page
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Process
Definition

Who Can
Change
Position

I nfor mation

Position data elements that appear on the Notification of Per sonnel
Action (NPA) cannot be changed on the Position Window. They must be
processed through the RPA using the appropriate Natur e of Action Code
(NOAC). For example:
Position Work Schedule - Use the RPA and NOAC 781.
FLSA - Use the RPA and process FL SA change in conjunction
with appointment or placement action; or, as NOAC 800,
Change in Data Element
Refer to the OPM GPPA to determine the correct NOAC to use for
various actions affecting the information on an NPA.
Position data e ements that do not appear on the NPA can be changed in
two ways, either:
- Onthe RPA Window using the Position Taskflow Button to
access the Position Window (be sure to datetrack to the date the
updated position information takes effect)

Or
In Work Structures using the data field on the Position Window.

Component policies and business rules determine who is assigned this
responsibility.

Pogition data is usually modified at Regional Service Centers (RSCs) by
personnelists given the responsibility. Modification of position data is not
done at Customer Service Units (CSUs) or by line managers outside of the
civilian personnel community. However, the need to make changes to
position data can come from officials in serviced organizations, which
may have new workloads, mission changes, or other circumstances that
require that positions be modified.

Continued on next page
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Changing Encumbered Positions, Continued

BusinessRules . You cannot delete positions that are encumbered.
To cancdl an encumbered position, the position must be end-dated
(to accurately maintain assignment history), and the employee separated or
moved to another position.
If the end-date isa future date:
Y ou can add or change this date while the employee continues
to encumber the position. If the employee continues to
encumber the position once the end-date has passed, you will
receive adaily alert to move the employee from the position.
If the end-dateisacurrent or past date:
The incumbent must be moved from the position before the
position can be end-dated.

Examples of The following position changes are examples of actions that must be done via
Changes the RPA for encumbered positions, because they require production of an
Generatingan  NPA.
NPA

Nature

of RPA Position Actions Process Definition
Action
(NOA)

781 Changein Work Schedule | A changein the work schedule or time
basis on which an employeeis paid,
including change between seasonal and
non-seasonal work schedules.

782 Change in Hours A change in the total number of hours
during that day that a part-time employee
is scheduled to work.

792 Change in Duty Station A changein an employee' s official duty
station or work dite.

800 Change in Data Element A change in Bargaining Unit Status,
FLSA Category, Personnel OfficeID, etc.

Continued on next page
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Changing Encumbered Positions, Continued

Requirements for Changing Specific Data Elements

Data Element

Associated Requirements

JOB

Modern DCPDS will not allow the “Job” (the occupational
series) assigned to a position to be changed once a position is
created and saved.

When a position is encumbered, an NPA will always be
required to move the employee to a different position. The
NOA will vary depending upon the circumstances. Refer to
the GPPA.

ORGANIZATION

7

For vacant or encumbered positions, the position can be
realigned through Mass Actions, with NOA 790 Realignment

Or
If organizational information is updated on the Or ganization

Window, that information will automatically “flow” to all of
the positions in the organization.

Note: OPM does not require that such a change be
documented with a personnd action NPA, but neither does it
prohibit such documentation.

LOCATION

4

The duty location of the position must be identical with that of
the assignment of the employee who encumbers the position.

Note: OPM requires that a change in position/assignment
location be documented with a personnel action with NOA
792 -Change in Duty Station, if no other changes occur
S multaneoudly.

A list form of the NPA may be used if the change affects a
large number of employees/ass gnments.

VALID GRADE

Changesin Grade, Pay Plan, or Pay Basisin an encumbered
position always require an NPA.

Continued on next page
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Changing Encumbered Positions, Continued

Before You - The primary sources of information for position data changes are the RPA
Begin and the position description.

Oncein the RPA, the Position Window is the same as the one used in
Work Structures to build a new position except <Extra | nfor mation>
Taskflow Button has been added. Three Taskflow Buttons
(<Occupancy>, <Quick Copy>, and <Others>) are not available. The
buttons and fields on the Position Window are described in the procedure
steps of Building a Position in this module.

If the position is moving to a new organizational location, the new
Organizational Hierarchy must be established before you can move the
position.

If you wish to change a position after you build it, and the position is

being used on an RPA, you will need to alter the effective date of
the RPA action to make your position change. Otherwise, the RPA will
not recognize the change.

f Note Remember to reset the alter effective date back to the current
date before proceeding with another action.

& Caution: You should carefully evaluate each data item before changing a
position.

Continued on next page
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Accessing The  Follow this path to access the RPA. On the Navigation List — Request for
RPA Personnel Action — Change Actions — Changein Data Element —
<Open> to display the RPA — Page 1 with the selected action listed in the

Actions Request data field.

[llustration of Change in Data Element (NOA 800)

Step

Action

1

Use the procedures listed in Module 3, Request for Personnel
Action, Chapter 2, Completing the RPA to complete Page 1 of the

RPA.

With your cursor in the First Action Region of 5-A Code data field
use the LOV on the Toolbar to display the First Nature of Actions
Window. Click the correct Nature of Action and click <OK> to

automatically populate the data field on page 1.

200 Change in Data Element

a0z Change in Military Status _|
1073 Election of Insurance Cowverage

k07 Change in Insurance Coverage

1076 Change in Family Member Status

k081 Change in Tip Offset Amount

14093 Change in Position Title

k094 Change in Occupational Code

14095 Change in Citizenship

096 tass Change

14097 Change of Standard NAFI Number

14099 Change in Position Number (CPCM)

OS5 Yoluntary Disenrallment in Retirement Plan

070 Change in Military Status -
] of

Position Management and Classification: Managing Positions
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Changing Encumbered Positions, Continued

[llustration of Changein Data Element (NOA 800) (continued)

Step

Action

3

If an action is pending on the employee, this message will display.

APP=-38402: WARMIMNG: The following P
Feguests are pending for this person:

1.Reqguest NMumberDH1 2345, 1st MNOA
Code: 792, Effective Date:27-J1UL-958, Routed
To UserARMITRONC

Click <OK>.

Click <Next> until you are on the page that contains the data
element that you need to change. For example, Bargaining Unit
Status on page 3. Click the LOV on the Toolbar to display a
listing, click the correct code, and click <OK > to automatically
populate the data field.

L
— POSITION DATA
34 Position Occupied 35 FLEA Category 36 Appropriation Code
|l] |Nul Applicable |N |Nunexempl 1_| 2 |
37 Bargaining Unit Status 38 Duty Station Code 38 Duty Station (City - County - State or Overseas Location)
|l]1l]l]?l] |AFGEI2 |45l]41 1019 |CHARLESTON AFB / CHARLESTON / SOUTH CAROLINA
45 Educational Lewel 46 vear Deg. At 47 Academic Discipline 48 Functional Class
Im |High school graduate or cen | | |l]l] |Not Applicable
49 Citizenship 50 “eterans Status 51 Supenrvisory Status
|1 |U.S. Citizen, includes U.S. Nai |)( |Not A Veteran |B |Non-SupervisDry
History Extra Infarmation | Person | Position | Others...

Count: *0

Continued on next page
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[llustration of Changein Data Element (NOA 800) (continued)

Step Action
5 Click <Next> to display Page 4 of the RPA. In Part F — Remarks
for SF-50 Region, place your cursor in the Code data field. Use
the LOV on the Toolbar for alisting of appropriate codes for the
NOA that you have selected.
Remark: [ <]
Find I%i
[Code Description
< | e
Find Cancel |
Click <OK >,
6

The PA Remarks Insertion Values Window displays. Enter the
information example: “37” inthedatafied. Click <OK>.

2]

MNotification Block Nurm.(s) |

[

¥
Clear | Cancel | OK I

Click <OK> to automatically populate the data field.

PART F - Remarks for SF b0
Code Diescription

- Changes data el in block(s) 37.

Reguired

Ui i

Continued on next page

Position Management and Classification: Managing Positions  Mod 2, Chap 2, page 35



Changing Encumbered Positions, Continued

August 25, 2000

[llustration of Changein Data Element (NOA 800) (continued)

Step Action

7
displays.

Cancel | Ho

[ |
Click the Save button on the Toolbar. A decision message

Do wou wish to route the Request
far Persannel Action now?

2

| Yes

Update HR.

actions in the future.

8 Click <Yes> and use the LOV to route the action to the correct
Approving Official’s Workflow Inbox. After everyonein the
routing group has given approval, the last one will submit to

& Caution: The RPA must be saved to your inbox prior to Updating
HR. If not, you will not be able to locate it when you query closed

the bottom of the RPA — Page 4.

FRI-40400: Transaction complete: 3 records applied and saved,
Count: *0

9 The M essage L ine indicates the change is saved and displays at

return to the Navigation List.

10 | To Exit, Click Action on the Main Menu and click Close Form to

Position Management and Classification: Managing Positions
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[llustration of Changein Duty Station (NOA 792)

Step

Action

1

On the Navigation List — Request for Personnel Action — Change
Actions — Changein Duty Sation — <Open> to display the RPA
— Page 1 with the selected action listed in the Actions Request data
field.

Use the procedures listed in Module 3, Processing Requests for
Personnel Actions Using the Modern DCPDS, Chapter 1, Processing a
Request for Personnel Action to complete Page 1 and Page 2 of the
RPA. Also, follow the procedures listed in Change of Data Element
(NOA 800). Click <Next> to display page 3.

The Duty Station data field is highlighted.

58 Privacy Act of 1974
Action Edit Quew Go folder Special Help Window

b e S =T

E Request for Personnel Action [Change - Change in Duty Station. Routing Group: CIVDODHR)
| Employese SEN MNature of Action
&5 | Mcyill, Hanson B [C———--21 Change in Duty Station

— EMPLOYEE DATA

[_[O]x]

Gl |
< Prev| Page 3 of 4

24 Tenure 26 Veterans Preference for RIF
1 |Permanen( - Tenure Group 1 |Yes

28 Annuitant Indicator

IQ_ |Nu| Applicable

31 Service Comp. Date (Leawve)

[17-APR-1971
33 Part-Time Hours Per Biweekly Pay Period

23 Veterans Preference

|2_ [5-Point

27 FEGL

IC_ |Basic Only

30 Retirement Plan

|1_ [csrs

32Wark Schedule

IF_ [Fun-Time

— POSITION DATA
34 Position Occupied

249 Pay Rate Determinant

ll]_ |Regu|ar Rate

35 FLSA Categony 36 Appropriation Code

1 |Cnmpetitive Service E |Exempl 1_| 2|

37 Bargaining Unit Status 36 Duty Station Code 39 Duty Station (City - County - State or Overseas Location)
|BBHB |Ine|igihle for Inclusion In  [J(IEITITEK] |ARLINGTON / ARLINGTON / VIRGINIA

45 Educational Level A6 vear Deg. Att. 47 Academic Discipline 48 Functional Class

04 |High school graduate or cen | | | |I][I |Nnt Applicable

49 Citizenship 50%eterans Status 51 Supervisory Status

1 |LI.S. Citizen, includes U.S. Na1 |V |VietnamrEra Veteran 5 |Managemem Official (CSRA) _lll

4] | »

Count; *0 <Listy |

Note: The Bargaining Unit Status (BUS) data field may haveto be
changed along with Duty Station data field.

Position Management and Classification: Managing Positions
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[Hlustration of Change in Duty Station (NOA 792) (continued)

Step

Action

3

Place your cursor in the Duty Station Code datafield. Click the LOV
on the Toolbar for alisting of Duty Stations. Y ou may need to use the
reduction criteria (or %) to limit the number of duty stations. Click
the new duty station and click <OK > to automatically populate the

data field.

Duty Stations

Find %

Duty Station Code Duty Station Descrintion

531120061 LAKE STEVEMS / SNOHOMISH /WASHINGTON ]
531122061 LAKEWOOD / SMOHOMISH / WASHINGTOMN
531124063 LAKEWOOD CENTER / PIERCE /WASHINGTON
531128043 LAMONA f LINCOLM S WASHINGTON

531130075 LAMONT SAWHITRAN AASHINGTON
531140029 LANGLEY / ISLAND /WASHINGTOM

531143009 LA PUSH / CLALLAM / WASHINGTON

531150063 LATAH / SPORANE /WWASHINGTOMN

531156019 LAURIER / FERRY /AASHINGTON

531160007 LEAVENWORTH / CHELAN / WASHINGTON
531167049 LEBAM { PACIFIC S WASHINGTOMN

531162033 LESTER / KING /WASHINGTON

53116G0R: LIBERTY LAKE Al

531168045 LILLIMAUP f BASON AWASHINGTON

<[]

Find |

>|
Cancel |

The Duty Station Code and Duty Station (City-County-State or
Overseas Location) data fields are now changed.

— POSITION DATA
34 Position Occupied

35 FLSA Category 36 Appropriation Code

1 |Competitive Service

37 Bargaining Unit Status

|N |Nonexempt 1_| ? |
38 Duty Station Code 39 Duty Station (City - County - State or Owverseas Location)

44 Citizenship

|??T? |Eligible But Not In A Barg |531 165063 |LIBERTY LAKE / SPOKANE / WASHINGTON
45 Educational Lewel 46 Year Deg. At 47 Academic Discipline 48 Functional Class
04} |High school graduate or cernl | | | |l]l] |Nut Applicable

B0 Weterans Status 51 Supervisory Status

|1_ |U.S. Citizen, includes U.S. Nat I)(_ |Nul AVeteran

IB_ |Nun-Supenrisuly

Note: You may get a message that locality pay has changed as well.

Position Management and Classification: Managing Positions
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Changing Encumbered Positions, Continued

[Hlustration of Change in Duty Station (NOA 792) (continued)

Step

Action

5

Click Save. A decision message displays.

Do wiou wish to route the Request
far Personnel Action now?

Cancel | No | Yes

Click <Yes> and use the LOV to route the action to the correct
Approving Official’s Civilian Inbox. After everyone in the routing
group has given approval, the Approving Official will submit to
Update HR.

Caution: The RPA must be saved to your Civilian Inbox before
processing to Update HR. If not, you will not be able to locate it when
you query closed actions in the future.

The Message Line indicates the change is saved and displays at the
bottom of Page 4 of the RPA.

FRM-40400: Transaction complete: 3 records applied and saved.
Count: “0

To Exit, click Action on the Main Menu and click Close Form to
return to the Navigator Window.

Continued on next page
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Accessing the
Position
Window

<Open>. The Position Window displays.

On the Navigation List = Work Structures — Position — Description —

Querying the Position

Step Action
1 Do not move your cursor at this time from the Name data field.
Position [_ O[]
Dates
( : From [EERNISERE o |
Mame
Organization Job I
Location Status ] [ r— 1
Standard Conditions -
Hormal Time
Wyorking Hours ’7 Start End ‘
Frequency
Reporting To Validate
Occupancy ] Quick Copy ] Others...

Click Query — Enter onthe Main Menu or F7. With your
cursor in the Name data field, enter a partial PD Number (ex.
E7038%). Click Query — Run or F8. When the listing displays,
click the position you need and click <OK > to automatically
popul ate the window.

ik Position

Dates
’7 From [21-MAY-1997 To o
MName |E7038.BUDGET ASSISTANT (0A).1035.NV10.APPR
Organization |Human Resources Sve Ctr Morthwest Reg N Job [0525 Accounting Technician (0
Location [532012035 cratus RN (o)

Standard Conditions |
|

Normal Time

“Warking Hours ’7 Start ; End ‘

Frequency
Reporting To Validate
Occupancy ] Quick Copy i Others...

Position Management and Classification: Managing Positions
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Changing Competitive L evel

Step Action

1 On the Position window, click the <QOthers...> Taskflow Button.

The Navigation Options Window displays. Click the Agency that
you need, i.e. “Navy”. Click <OK>.

Mavigation Options
Find |%
Defense Security Services =

Defense Special Weapons Agency
D00 Ecucation Activity
DD Inspectar General

LIS Uniwersity Of Health Sciences
ifual Fosition
ashington Headguaners Service

K| A
Find | Cancel |

2 The Extra Position I nformation Flexfield displays.

Click the appropriate flexfield, i.e., for Competitive Level. Click
US Government Position Group 1.

B E xtra Position Information [EF038.BEUDGET ASSISTANT [0A). 1035 NV10 APPR]

Twpe

Acquisition Program Information

Demo Project Information

Multiple Agency Information
Hawy

US Government Position Group 1

US Government Position Group 2

US Government Position Obligated

US Government Valid Grade Info

=1

Details
I |421E..S1.T.N.??TT.1234..F..I]I]..1.ﬂ..B.SB.PE..BSZD?S1.Nu [ I 1

Validate

Continued on next page
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Changing Competitive L evel (continued)

Step

Action

3

Click Details. The Extra Position I nformation Flexfield displays
with previoudy completed information entered.

Personnel Office D (4216 Human Resources Office [4216) i‘
Office Symbaol
Organization Structure 1D [S1
Occupation Category Code T Technical
FLSA Categony N Nonexempt
Bargaining Unit Status |77 Eligible But Not In A Bargaining Unit

Competitive Lewvel (1234

Competitive Area

‘Work Schedule |F Full-Time
Part-Time Hours Biweekly

Functional Class (00 Not Applicable =
»

I

Place your cursor in Competitive Level data field. Delete the current
data“1234” and enter your data that is now the correct data, i.e.,
“0000". Click <OK>.

B Extra Position Information =] E3
gl 2
5= a
Personnel Ofice ID  |ckalld Human Resources Office [4216) i‘
Office Symbol

QOrganization Structure 1D |31

Occupation Category Code [T Technical
FLSA Categonye [N Nonexempt
Bargaining Unit Status |[T77T Eligible But Not In A Bargaining Unit

Competitive Lewel |0000

Competitive Area

Wiotk Schedule |F Full-Time

FParnt-Time Hours Biweaeakly

Functional Class (00 Mot Applicable
Fosition Warking Title
Position Sensitivite |1 Non-Sensitive [NS]
Security Access 0 Mo Access Required; ENTNAC/NAC/NACI Required -
] o

Clear Cancel | oK |

Continued on next page
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Changing Encumbered Positions, Continued

Changing Competitive L evel (continued)

Step Action

5 The Extra Position I nfor mation Flexfield displays with the new
Competitive Level reflected in the Details box (sixth data field in
the string of info = 0000).

Extra Position Information [E7038 BUDGET ASSISTANT [0A). 1035 NV10.APPR)

Tywpe

Acquisition Program Information

Demo Project Information

Multiple Agency Information
Nawvy

US Government Position Group 1

US Government Position Group 2

US Government Position Obligated
US Government Valid Grade Info

[,

Details
| |421ﬁ..S1.T.N.?’???.I]I]I]I]..F..I]I]..1.I]..B.QQ.PE..BQZI]?SLNO [|7 ]

Validate

6 Click Save on the Toolbar.

7 The Position Window displays. If the Status data field says
“Invalid,” click <Validate> and correct any data required until the
Status data field is“Valid.”

8 To Exit, click Action and click Close Form to return to the
Navigator List.
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Terminating and Deleting a Position

Pur pose This section explains how to terminate or delete a position. The required
steps depend on whether the position is encumbered or has been occupied.

Section Contents - Before you begin
Terminating a Position
Deleting a Position

See Also In thisModule:
& Chapter 1, Building Positions
Chapter 2, Managing Positions
Chapter 3, Managing Position Hierarchy

Who Does This Y ou must be assigned a role in the personnel area to perform this function or

Process assigned this role by your Component.
Before You Things to consider before terminating or deleting a position and the differences.
Begin
When to “ Terminate’ When to “ Delete’

It is not encumbered. It is not within a hierarchy.

Y ou want to use it again. It has never been occupied.

Y ou want to keep historical data. It isn't being used by an RPA.

g Note: A new sequence number | (7 Note: All historical datais

i will be assigned. removed, but the sequence
number never goes away.

Deleting a Position

Step Action

1 Follow this path to access the Position Window. On the Navigation
List — Work Sructures — Position — Description — <Open>.
The Position Window displays.

Continued on next page
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Terminating and Deleting a Position, Continued

Deleting a Position (continued)

Step Action

2 Typein an end date in the To datafield of the Dates Region of the
position record. The date may be a past, current, or future date.
Retrieve the position you wish to terminate by using the Query
function on the Toolbar, (ex: J1123), as explained previoudy.

Lﬁz Note: If thisdateisa past or current date, you should ensure that

no one is assigned against the position before you end date it. See
"Before you begin" at the beginning of this section for additional
information.

Helpful Hint: You will know the position isoccupied if
Location is grayed out, aswell asthe M essage L ine at the
bottom of the window.

Example of an occupied position:

k Position

Dates
’7 From IEIZ-JAN-1951 To
Mame [00001.GENERAL MANAGER.896.ARSF.NAF
Organization |HALE KOA HOTEL ARSEH Job |1101.General Business And In
> Location [152400003 Status [Valid [IE—]

Freguency

Standard Conditions -
| o
Normal Time
Working Hours ’7 Start End I

Reporting To | Validate |
Occupancy | Event History | Quick Copy Others... |

—»

Count: 1 W <List>

lﬂ? Note: If the position is occupied, the system will send a daily
reminder to take an action on the employee on and after the “ To”
Date.

Continued on next page
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Terminating and Deleting a Position, Continued

Deleting a Position (continued)

Step

Action

Example of an Unoccupied Position (Location isnot grayed out):

Action Edit Query Go Folder Special Help Window

P 7 F|EX

< =] B2 gzl

Dates
’7 From [23-MAR-1998

B 30 -MAY_1999 ‘

Marme [J1123.SUPPLY TECHNICIAN.2618. ARMC.APPR

Organizal tion |Department of Army Jah iZDDE Supply Clerical And Tech
Location (510100013 Status [Invalid (2
Standard Conditions j‘
Normal Time
Waorking Hours ’7 Start End ‘
Frequency
Reporting To Validate
Occupancy ’ Quick Copy I Others...

Click Save. The Message Lineindicates: "Transaction complete:

1 records applied and saved.”

Exit the Position Window by clicking Action on the Main Menu
and click Close Form to return to the Navigation List.

Deleting a
Position

If the position isin a hierarchy, follow the processin Deleting a Position
from a Position Hierarchy in thismodule. If not, follow these steps to

delete a position that has never been occupied or is not being used by an RPA.

Step

Action

1

On the Navigation List — Work Sructures — Position —
Description — <Open>. The Position Window displays.

Retrieve the position you wish to delete by using the Query —
Enter on the Toolbar or F7. Place the cursor in the Name data field
and enter a partial value of the pogition, ex: %J1123%. Click Query

— Run or F8.

Position Management and Classification: Managing Positions
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August 25, 2000

Deleting a Position (continued)

Step Action
3 The queried position auto populates the Position Window.
[ Position M=l E3
- Dates
From l To l
Mame [J1123.SUPPLY TECHNICIAN.2618.ARMC.APPR
Organization |Department of Army Job 2005 Supply Clerical And Tech
Location [510100013 Status [Valid (s
Standard Conditions ;!|
Hormal Time
Waorking Hours ’7 Start i End
Frequency
Reporting To | Validate
Occupancy | Quick Copy | Others...
3 g X
Click the Delete == button on the Toolbar.
4 A Dialog Box displays asking if you really want to delete this
record. Click <Yes>.
_F?' Do wou really want to delete this record?
If so, when wou hawe answered any further
messages aboutthis 'Delete’, wou should
press 'Save’ to commityour 'Delete’ and any
other pending tfransactions.
No

Position Management and Classification:

Continued on next page
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Terminating and Deleting a Position, Continued

Deleting a Position (continued)

Step Action

5 A Dialog Box displays explaining the system will automatically
delete extra information types associated with the position and that
you cannot undo the action once it is saved:

When vou delete this position, the systerm will
automatically delete extra information types
associated with the position. After vou save
these changes, wou cannat undo this action.
Do you wish to continue?

Cancel oK

Click <OK>.
6 The Position Window displays.

A Dialog Box appears asking if you want to save changes you
have made. Click <Yes>.

S
& Do you want to zave the changes you have made?

Mo | Cancel |

7 A Dialog Box displays informing you: "Transaction complete: 1
records applied and saved."

FRM-40400: Tranzaction complete: 1 records
applied and saved.

Click <OK>.

8 Exit the Position Window by clicking Action on the Main Menu
and click Close Form to return to the Navigation List.
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